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FOREWORD 
The readers of this bulletin have an opportunity to review condensed 
versions of two studies. The material they contain is vital to educators . 
. They are abstracts of complete studies made by graduate students in partial 
fulfillment of the requirements for the masters degree from the University 
of Minnesota. 
Mr. Winfield Scott has analyzed state courses of study in elementary 
school geography. State courses of study frequently set the pattern for 
courses for counties, cities, and local communities. They also affect the_ in~ 
, dividual teacher, her methods, subject matter, and her attitudes toward su~ 
ervision. She may ignore the course entirely because she finds it impossible 
to follow, or she may follow it blindly. Ideally the teacher should find the 
course of study suggests content and procedures and she should use it to 
improve her teaching. Mr. Scott's analysis of these state courses points to 
the present status of geography teaching but he frequently suggests what 
he thinks it ought to be. He was a guest teacher at this institution during 
the summer of 1950. 
Miss Mary C. Kolstad is a member of the St. Cloud State Teachers 
College faculty. She specializes in the supervision of students preparing to 
teach coirunercial education. She has taught in several high schools in 
-Minnesota and in the Minneapolis School of Business. Her study shows the 
status of teaching beginning shorthand in Minnesota Public Schools. 
Complete copies of these . studies can be found in the library of the 
University of Minnesota. 
Floyd E. Perkins 
Published by the Bureau of Special Services 
of the State Teachers College, St. Cloud, Minnesota 
A Survey of State Courses of Study in 
Elementary School Geography 
WINFIELD SCO'IT 
This is a condensed form of a study made by the author of 24 state 
courses of study in elementary school geography. It attempts to show for 
that field of education (1) the major trends in geography teaching (2) the 
ways in which the educational philosophy of the various authors affects the 
content and methods of teaching (3) how the scope and content has changed. 
1. Arizona 
2. Arkansas 
3. California 
4. Delaware 
5. Florida 
6. Idaho 
7. Dlinois 
8. Indiana 
9. Iowa 
10. Kansas 
11. Louisiana: 
12. Massachusetts 
Table I 
States Included in the Study 
1949 
1948 
1948 
1949 
1944 
1943 
1946 
1949 
1944 
1949 
1946 
1946 
13. Minnesota 
14. Mississippi 
15. Missouri 
16. Nebraska 
17. New Jersey 
18. New York 
19. North Dakota 
20. Oregon 
21. Vermont 
22. Virginia 
23. Wisconsin 
24. Wyoming 
Authorship and Description of the Courses 
1949 
1947 
1946 
1945 
1945 
1943 
1945 
1945 
1947 
1943 
1947 
1949 
The trend as to authorship of courses of study is toward the inclusion 
of college teachers, university professors, special consultants, and elementary 
teachers in committee work. The State Departments of Education still have 
a great deal of control in writing courses of study but are gradually giving 
responsibility to others. The inclusion of the elementary teacher into com-
mittees writing courses is a step forward. The teacher in her classroom makes 
her own curriculum or she at least so modifies the official one as to reflect 
her own experience and judgment. 
The courses tend to be printed in bulletin form. They are about equally 
divided between the general or traditional courses in. geography and the 
social studies type. The amount of space devoted to geography varies from 
six pages to three hundred pages. 
The Objectives of Geography 
A majority of the courses of study state only the general objectives of 
geography. This implies that teachers and pupils should use the general 
objectives as guides, but that they are free to make their own specific ob-
jectives to suit their own needs. 
The objectives of the courses of study were classified according to out-
comes. Eight courses of study considered knowledges, habits and abilities, 
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attitudes and appreciations the major objectives of geography. Three courses 
stated only objectives relating to the learning of geographical subject matter. 
Five bulletins list interrelationships as the most important objective of 
geography. Three courses of study accepted the objectives as stated in the pur-
poses of Education in American Democracy as written by the Educational 
Policies Commission, National Education Association, Washington, D. C. 
How Geography is Begun in the Primary Grades 
There is a definite trend toward teaching basic geographic undestandings 
in the primary grades. 
TableD 
How and When Geography is Begun 
First Unit or Topic 
Home and School 
Nature 
Indians 
Group Living 
Indians 
Home · 
School 
Home 
Home and family life 
Home 
Grade 
1 
1 
2 
1 
4 
1 
1 
3 
1 
5 
Courses 
-Arizona, Arkansas, California, Florida 
Delaware, Indiana, Mississippi, Oregon 
Idaho 
Iowa 
Kansas 
Louisiana 
Massachusetts, Missouri, Virginia 
Minnesota, North Dakota, New Jersey, 
New York, Wisconsin 
Nebraska 
Vermont 
Wyoming 
There were many statements in the bulletins concerning the reason for 
including geography at the first grade level. The Minnesota bulletin1 is 
typical. In speaking about the child in the first grade it states: 
He has curiosity about an amazing number of things that are a part 
of his daily living-trains, airplanes, boats, firemen, policemen, 
truckers, the food he eats, the clothing he wears, the .buildingss which 
shelter him, and the processes and the places from which these nec-
essities come. Widening horizons give him a lively interest in his 
new school and home, in new friends and activities, in holidays and 
festivals, and in the wonders of nature. 
Interests of children then, have a great deal to do with the topics taught 
at the primary level. 
The words local community would describe and include all of the titles 
1 of the units and topics listed in Table II. Some of the reasons why the local 
community is the logical and psychological place to start the primary geog-
raphy program follow: 
1. "The local community is the outdoor laboratory for geographic edu-
cation. 
1. Minnesota State Course, A Guide for Instruction in the Social Studies, p. 15, 1949. 
2. 'Th.e child himself is a part of the geography of his environment. 
3. Most of the pre-school child's experiences have been in the local com-
munity. 
4. 'Th.e local community is accessible."1 
Table III indicates that geography is not usually taught as an isolated 
subject when first introduced in the primary grades. Geography is correl-
ated with many subjects at times when they can be combined in a natural 
manner. 
Table UI 
How Geography and Other Subjects Are First Correlated 
Course 
AriZoii8 
Arkansas 
California 
Delaware 
Florida 
Idaho 
Illinois 
Indiana 
Iowa 
Kansas 
Louisiana 
Massachusetts 
Minnesota 
Mississippi 
Missouri 
Nebraska 
New Jersey 
New York 
North Dakota 
Oregon 
Vermont 
Virginia 
Wisconsin 
Wyoming 
Subject Correlated 
None 
Reading 
Outdoor experiences 
None 
Reading, Language 
Language 
Natural Science 
None 
Verbal and Constructive Activities 
Reading, Writing, Language 
History, Language, Art, Music 
Observation, Reading, Art 
Trips, Language, Art 
Reading, Art 
Language, Art, Music 
None 
Trips 
Trips 
Language, Literature, Reading 
Science, Language, Art 
Art, English, Music 
Art, Trips, Reading 
None 
Literature 
Table III shows that language is correlated most frequently with 
geography. The new experiences gained from a study of geography furnish 
children with something to talk about. Children are eager to write and in-
form others about their new findings. Art and geography can be correlated 
very satisfactorily. Children in the primary grades need freedom of move-
ment and an opportunity to express themselves. Geography and reading, 
although ranking third in frequency of mention in Table III, were found 
to be correlated most frequently by primary grade teachers in some of the 
Hennepin County Schools of Minnesota. Many courses of study suggested 
field trips as a means of teaching geographic concepts. By taking field trips, 
children learn to make careful observations, give good descriptions, and of-
fer some explanation of relationships between man and his environment. 
1. Thomas Barton, "Geographic Instruction in the Primary Grades", Geographic 
Approaches to Social Education, Washington, D. C. 1948, p. 208. 
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Children should be encouraged not only to observe but also to identify the 
natural and cultural items of their community. 
Teaching some of the basic geographic concepts in the primary grades 
may help to reduce the difficulty that many children in the interni.ediate 
grades have with geography. Some of the reasons for this difficulty are: 
(a) children lack the background to study geography, (b) they lack skill in 
reading pictures, maps and globes, (c) new concepts and new information 
are introduced too rapidly, and (d) some children can read the words but 
they cannot grasp the meaning of the sentences. 
When we realize that most children in America have not studied geog-
raphy systematically before the fourth grade it is not surprising that they 
find it difficult. In many European countries the situation is quite different 
because there geography, as such, is taught in the first three grades. 
In Germany, the child is given instruction in Heimatkunde (community 
study) for the first three years of his school life. In England and Wales, 
geography is taught in all grades of the elementary school, where common 
practice allots two or three hours a week to geography instruction. 
How and When Formal Geography is Begun 
There is a trend toward introducing formal geography at the fourth 
grade level through a study of life in six different types of physical regions 
in the world. The courses of study attempt to build upon the geographic 
concepts of community life developed in the primary grades. 
Table IV 
How and When Formal Geography is Begun 
Course 
Arizona 
Arkansas 
California 
Delaware 
Florida 
Idaho 
Illinois 
Indiana 
Iowa 
Kansas 
Louisiana 
Massachusetts · 
Minnesota 
Mississippi 
Missouri 
Nebraska 
New Jersey 
New York 
North Dakota 
Oregon 
Vermont 
Virginia 
Wisconsin 
Wyoming 
Grade 
4 
4 
4 
3 
4 
4 
4 
4 
3 
4 
4 
3 
4 
4 
4 
' 4 4 
4 
4 
' 4 4 
5 
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Units or Topics 
Home State 
Other Lands 
Home State 
Other Lands 
Other Lands 
Other Lands 
Other Lands 
Home State 
Home State 
The World 
Indians 
Home State 
Maps and Globes 
The World 
Other Lands 
The World 
Other Lands 
Other Lands 
The Earth 
The World 
Town and Country 
Gradual Development 
Home State 
Mexico 
Formal geography is different than primary geography in that a more 
mature geographic point of view is involved. A wide range of study is under-
taken, such as (1) looking at all types of activities in their relation to the var-
ious kinds of regions in which they are carried on, and the world location of 
these regions, (2) discovering the points of likeness and difference in the 
ways of carrying on each human activity, in different places, (3) understand-
ing the problems people of different localities and regions face in carrying 
on a particular activity, and ( 4) noting the changes that are taking place in 
the ways of carrying on activity in different places, and how these changes 
affect the local, regional, national, and international relationships of the 
people concerned. 
Table IV indicates that there is a trend toward the teaching of formal 
geography in the fourth grade. Nineteen of the twenty-four courses make a 
definite change in subject matter at the beginning of the fourth grade. The 
courses of study from the states of Delaware, Iowa, and Massachusetts sug-
gest formal geography for the third grade. The Wyoming bulletin suggests 
a very ambitious course in geography beginning in the fifth grade. 
One third of the courses suggest that a study of formal geography should 
be based on a study of other lands. In a study of other lands the units or 
topics selected are types of natural regions with distant characteristics and 
are located at varying distances from the equator. A typical group of units 
for study are: 
1. Life in hot, damp regions (the Congo, the Amazon River Basin, New 
Guinea, or Java.) 
2. Life in dry, hot regions (Egypt, the Sahara, the Arabian Desert, or 
the Australian Desert.) 
3. Life in mountain regions (Switzerland) 
4. Life in the Lowlands (Holland) 
5. Life in a Mediterranean land (Greece, Southern Italy, Spain, Pales-
tine, or North Africa) 
6. Life in the Polar regions (Arctic or Lapland) 
In studying the geography of each of these regions emphasis is placed 
upon the life of the people-how they live and make a living. Understand-
ings of how the environment affects their means of obtaining food, their man-
ner of dress, the materials .and architecture of their homes, and their mode 
of working and traveling are considered of prime importance. 
In order to build up the world concept, comparisons are made with 
similar regions in the opposite hemisphere, noting particularly that the 
seasons come at opposite times of the year. 
The contributions which each regional group makes to other parts of 
the world, helps develop the meaning of independence. 
In six bulletins formal geography is begun with a study of the state. 
The philosophy behind a study of the home state is that children in the 
primary grades are interested in their immediate environment. 
The four bulletins, which make a study of the world the first study of 
formal geography, all conclude that geography must include a vast amount 
of information, both about the world and about man. 
The other six courses of study all introduce formal geography through 
different approaches. 
How Geography and Other Subjects are Correlated 
The matter of correlation, or combining geography with other subjects 
l was referred to in all but three of the courses of study. Many of the courses 
! do not refer to correlation as such, but speak of combining subjects, relating 
geography to other areas, or state that geography should not be taught as 
a separate subject. 
Geography is correlated with fifteen different subjects in those bulletins 
studied. Geography and history are combined most frequently. The cor-
relation of geography with language, reading, or art is popular. There are 
some suggestions of extensive correlation in some of the courses without 
much concern given to real interrelationships of subjects and subject matter. 
The Louisiana course of study correlates geography with the largest number 
of other subjects but also provides the most definite information as to con-
tent, materials and methods. 
The following table lists the subjects which are most frequently corre-
lated with geography. 
Table V 
Subjects Most Frequently Correlated With Geography 
Subject 
History 
Language 
Art 
Reading 
Science 
Civics 
Citizenship 
Arithmetic 
Literature 
Nature Study 
Government 
Democratic Living 
Music 
Physical Education 
Health 
Frequency of Mention 
in the Course 
15 
9 
9 
8 
5 
3 
2 
2 
2 
2 
1 
1 
1 
1 
1 
The Mississippi course1 of study contains a statement that supports the 
correlation of geography and history. 
The organization of materials for studying the historical and geog-
raphical aspects should be presented and developed in parallel form, 
each making its own contribution to the whole understanding and 
1. Mississippi State Course, Handbook for Elementary Teachers. p. 365, 1947. 
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learning. At the same time, each contributes to the more-nearly 
complete undestanding of the other. 
Many of the bulletins make similar statements concerning the combin-
ation of geography and history. One of the most common procedures used 
in combining geography and history is to place an outline of each subject 
in columns. Titles of geography and history texts are often included. 
The correlation of geography and language offers many possibilities. 
Letters are written to children in other lands, oral and written reports are 
made, dramatizations are carried out, problems are discussed and many 
other ways of correlation language and geography are used. 
The correlation of art and geography is quite popular. As a subject, 
geography lends itself unusually well to art activities. Typical activities 
would include making a map of the local area, drawing and painting pictures 
of peoples and landscapes, making charts of products, and many other op-
portunities for self-expression through different art mediums. 
Geography and reading are correlated to a much greater extent than the 
listing in the table would indicate. Many of the bulletins do not mention the 
combination of reading with geography, yet it is through reading texts and 
references that most of the geographic concepts are developed. Geography 
texts as they are written today are eagerly read by pupils who would have 
made hard work out of studying the older texts. Practice in reading ex-
periences, and understandings are gained through the reading of geography. 
Many of the remaining correlations would naturally come in a study 
of some phases of geography. In those few bulletins, where the correlation 
of geography and some other subjects was suggested in the introduction but 
not provided for in the content, the user may be justifiably perturbed as 
to what the authors had in mind. There is little doubt that the suggestions 
concerning correlation in some ·of the courses of study was superficial. An 
inexperienced teacher, in a rural area, with little supervision and scanty 
material at her disposal, would not be able to correlate geography and other 
areas of study by following the suggestions contained in some courses. 
Curriculum Organization 
Curriculum construction is in the limelight today. The types of cur-
riculum organization suggested by the twenty-four state courses of study 
will, to a certain degree, indicate the general trend at the present time. 
There is a definite trend toward a unit-of-work type of curriculum 
organization. The courses, which suggest that geography be taught by units-
of-work, help the teacher to a certain extent by including outlines of the 
units, methods and materials to be used, objectives to use as guides, and 
some discussion as how to develop and teach a unit. A few authors of 
courses of study cling to the traditional separate-subject type of organization 
based on a single text. 
The unit-of-work is here considered as being a method of organizing 
teaching material so as to provide "purposeful, related activities so developed 
as to give insight into, and increased control of some significant aspects of 
-10-
the environment, and to provide opportunities for the socialization of 
pupils."1 Some of the units are subject-matter units in that they are based 
upon topics and generalizations. Some of the units are based upon pupU 
needs, interests, and purposes and should be classified as experience units. 
The following table is included to show the type of curriculum organiza-
tion suggested by each state. 
Courses 
Arizona 
Arkansas 
California 
Delaware 
Florida 
Idaho 
illinois 
Indiana 
Iowa 
Kansas 
Louisiana 
Massachusetts 
Minnesota 
Mississippi 
Missouri 
Nebraska 
New Jersey 
New York 
North Dakota 
Oregon 
Vermont 
Virginia 
Wisconsin 
Wyoming 
Table VI 
Curriculum Organization-By States 
Types of Curriculum Organization 
Unit-of-Work 
Separate subject 
Unit-of-Work 
Unit-of-Work 
Unit-of-Work 
Unit-of-Work 
Unit-of-Work 
Unit-of-Work 
Unit-of-Work 
Problem, Unit-of-Work, and Separate Subject 
Unit-of-Work 
Unit-of-Work 
Unit-of-Work 
Parallel Subjects 
Unit-of-Work 
Separate Subject 
Unit-of-Work 
Unit-of-Work 
Unit-of-Work 
Unit-of-Work 
Unit-of-Work 
Unit-of-Work 
Unit-of-Work 
Separate Subject 
"Unit-of-work" is a phrase in education which has come to mean all 
things to all people. There is no great agreement among the nineteen 
courses as to length, content, procedure, or method of termination. 
Five of the courses use a separate subject or parallel subject procedure. 
The separate subject procedure is the well-known traditional procedure of 
teaching geography. The parallel subject procedure has also been in use 
for many years. It is merely teaching geography and history together. Each 
subject is supposed to contribute to the understanding of the other. 
The following table was compiled to show what the courses, suggesting 
a unit-of-work procedure, do to aid the teacher. 
Fourteen of the nineteen bulletins suggesting a unit-of-work procedure, 
include an outline of the units. Some of the outlines are very brief, some 
are very complete. 
Twelve of the courses of study suggest methods and materials to use 
with each unit-of-work. In four of the courses a separate part is devoted 
1. Murray Lee and Dorris Lee, The Child and His Curriculum 1940, P. 192. 
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Table VII 
Aids in Teaching Units 
Course Outline Suggest Provide State Describe how to 
The Methods Sample The Develop and 
Unit &Materials Units Objectives Teach a Unit 
Arizona X X X X 
California X X 
Delaware X 
Florida X X X 
Idaho X X 
Indiana X 
Illinois X X 
Iowa X X X X 
Louisiana X X X X X 
Massachusetts X X X X 
Minnesota X 
Missouri X X X X 
New Jersey X X 
New York X 
North Dakota X X X 
Oregon X X X 
Vermont X X 
Virginia X X X 
Wisconsin X 
to methods to use in teaching certain units and lists reference books to go 
with certain units. Eight of the courses include the procedures or methods 
to use, and the material to use, along with each unit. The Iowa and North 
Dakota courses of study are both excellent in suggesting methods to use. 
The Virginia bulletin contains the most complete information concerning 
construction materials. The Arizona and Louisiana courses of study provide 
most adequately for reading materials. 
Authors of seven of the courses of study tried in some way to give the 
teacher an idea of how to develop and teach a unit. Usually a short chapter 
or part of a chapter was given to this subject. 
Three of the courses provide sample units as a means of aiding the 
teacher with unit work. The Iowa bulletin is very helpful in providing 
teaching procedures with sample units. Every step in the teaching of a 
unit is described. The sample units contained in the Arizona bulletin are 
very good, but they would be of no more value to the teacher than units 
from publishing companies. 
The Kansas course of study was unique in that it was divided into 
three types of curriculum organization. The problem approach is to be 
used by those teachers who believe that children learn by solving problems 
in a social group. The second type is the unit-of-work type. The third type 
of organization, the separate subject method, is suggested for those teachers 
who do not know how to teach by the other two methods. The attitude of 
the authors of the Kansas course seems to be, "take your pick according to. 
your ability." 
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Scope and Sequence of Topics 
The bulletins generally lists the scope and sequence of topics but few 
courses give reasons or criteria for the listings. To provide for the needs 
and interest of children is the reason stated most frequently for the order 
in which the topics are arranged. There is fair agreement as to the order in 
which the topics are arranged. The majority of the courses of study be-
gin with what the child can see and knows in the local environment, then l gradually extends the study out into the world. The scope of the topics 
suggested is wide. There seems to be no general agreement among the 
bulletins as to the topics to teach in geography. An average of six topics 
are taught in each grade during the school year. 
Table VIll 
Sequence of Topics Most Popular at Each Grade Level 
Grade One 
Grade TwQ 
Grade Three 
Grade Four 
Grade Five 
Grade Six 
Grade Seven 
Grade Eight 
home, school, family, farm, health, pets, neighborhood, family, 
helpers, holidays, travel, library, food, clothing, shelter, commun-
ity, and seasons. 
community workers, community, food, clothing, shelter, trans-
portation, farm, health, school, holidays, family, Indians, and 
communication. 
food, clothing, shelter, pioneer life, Indians, community home, 
state, people of other lands. 
life in other lands, transportation, communication, maps and 
globes, the earth, home state, and Indians. 
geography and history of the United States, Regions of the United 
States, USSR, North America, Canada, machines, minerals, inven-
tions, Asia, and Mexico. 
European history and geography, British Isles, USSR, North 
America, France, Germany, Asia, Scandinavia, China, New Zea-
land, and Alaska. 
regions of the United States, North America, Home State, t!he 
West, Austrailia', New Zealand, Industries. 
North America, the earth, mining, United States, and territories. 
The Wisconsin bulletin is entitled the "Scope and Sequence of the 
Social Studies Program." In the sequence suggested, some grade levels have 
received much fuller treatment than others. From the first grade through 
the seventh grade the program is built around the child and his expanding 
environment. This is in keeping with the best practice as currently accepted. 
The Arizona bulletin does not provide a discussion of scope and sequence, 
but includes a detailed two-page scope and sequence chart in which sug-
gested units are outlined for each grade. 
In discussing the scope and sequence of topics the authors of the Calif-
ornia bulletin point out the fact that 
"during the past two decades much thought has been directed to the 
scope or range of the learning in social studies. The scope is as 
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• / 
broad as the range of human experiences. They embrace all of 
the social processes in which man has engaged to satisfy his basic 
human needs. It is impossible for a child during the years of his 
elementary school life to master all the facts and concepts involved 
in the cultural heritage. It becomes the responsibility of the school 
to help children select, with intelligent guidance, what they need 
within rather broadly defined ~eas. The logic in the selection of the 
subject matter will be provided as children's needs and interests are 
satisfied. ''1 
The Kansas course of study made a short statement concerning sequence: 
"The prob1em of curriculum sequence is giving continuity to the exper-
iences of the child as he goes through school."2 · 
The content for the first three grades approaches standardization. The 
topics taught in the primary grades generally consist of those which widen 
the horizons of childhood. In the fourth grade fifteen of the courses of 
study teach life in repre~entative regions of the world as indicated by the 
topics: "hot wet lands", "cold lands", "hot dry lands", "lowlands", "moun-
tainous lands", and "Mediterranean lands". The usual fifth grade program 
consists of a study of regions of the United States. The European continent 
comes in for considerable study in the sixth grade. Some courses of study 
suggests that the continent be studied by regions, others by the major coun-
tries. The seventh and eighth grades do not have a very determined sequence 
of topics. There is more concern given to a study of world problems and 
regions . 
1. California, op. cit., p. 9. 
2. Kansas, op. cit, p. 40. 
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Standards of Achievement 
A number of the bulletins indicated in various ways standards of achieve-
ment of attainment which are expected of every child at a certain grade 
level 
Table IX indicates how the individual states stand on the subject of 
standards of achievement. The various ways of stating the fact that the 
pupils are expected to know certain things at certain grade levels is also 
included. 
Courses 
Arizona 
Arkansas 
California 
Delaware 
Florida 
Idaho 
Illinois 
Indiana 
Iowa 
Kansas 
Louisiana: 
Massachusetts 
Minnesota 
Mississippi 
Missouri 
Nebraska 
New Jersey 
New York 
North Dakota 
Oregon 
Vermont 
Virginia 
Wisconsin 
Wyoming 
Table IX 
Standards of Achievement 
How Stated 
None 
None 
None 
Knowledges, Abilities and Habits, Appreciations and 
Attitudes 
None 
None 
None 
None 
Understandings, Map and Pictures Reading Abilities, 
Use of Statistics, and Vocabulary Study 
None 
Evidences of Achievement 
Knowledges, Abilities and Habits, Appreciations and 
Attitudes 
Understandings to be developed 
Objectives for the year 
Desired attainments 
None 
None 
None 
Standards of Attainment 
Objectives of the Program 
None 
Item of Information 
None 
None 
It is interesting to note that fourteen of the courses of study do not men-
tion standards of achievement. 
A study was made of the ten courses of study suggesting standards of 
achievement. Most of the standards of achievement are of three main 
types: (1) Standards based on geographical knowledge, (2) Standards based 
on attitudes, and (3) Standards based on tools of geography. Standards 
based on geographic knowledge make up the largest number. These stand-
ards deal with location, industries, and the meanings of a geographical vocab-
ulary. Standards based on attitudes have to do with appreciation of peo-
ple in all parts of the world, what they have contributed, and what their 
place is in our world system. Standards based on tools of geography, include 
those skills and abilities in the use of maps, globes, graphs, charts, etc. 
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The courses of study vary considerably as to the number of standards 
which they contain or which they suggest for each grade level Table X 
indicates the number of achievements the bulletin suggests for each grade 
level and the total number of achievements stated. 
Table X 
MINIMUM REQUIREMENTS, NUMBER AND PLACEMENT 
Course Grades Total 
1 2 3 4 5 6 7 8 
Delaware 22 21 15 26 39 39 24 40 224 
Iowa 12 102 87 52 42 40 335 
Louisiana .. .. .. 18 38 11 29 17 113 
Massachusetts 85 93 78 .. .. 256 
Minnesota 21 39 37 79 75 66 106 20 443 
Mississippi 5 4 22 9 7 16 .. 63 
Missouri 32 48 24 69 81 69 57 71 451 
North Dakota 5 3 20 8 7 8 12 63 
Oregon 5 6 7 7 8 7 8 12 99 
Virginia No Grade Placement 207 
'l'otal 175 214 215 312 343 267 274 214 2,254 
Some bulletins go into great detail in setting up standards of achieve-
ment. The bulletins of Iowa, Minnesota, and Missouri suggest specific stand-
ards to achieve. The courses of study with fewer total standards, usually list 
only general standards of achievement. 
Pupil References 
There is a wide difference between the courses of study as to the amount 
and kind of references suggested for pupils. In some courses of study only 
one textbook is suggested; in others there are more than a hundred refer-
ences suggested at each grade level. 
Eight of the bulletins still indicate only one textbook for the teaching of 
geography. Most of these courses of study suggest the use of the manual 
that accompanies the textbook. Supplementary material can be obtained 
free or at very small cost from many sources. . By suggesting only the use 
· of a single text the authors seem to imply that such a practice is the most 
economical method. 
Cook1 points out the influence of the textbook. One of the most important 
factors in shaping our attitudes and policies is the graded textbook. Ameri-
can schools are. predominantly textbook schools. Textbooks are much more 
influential in determining what is taught and when it is taught than are 
· courses of study. 
Some states have state-adopted textbooks. In such states as . Kansas, 
Arkansas, Mississippi, and Oregon the teaching of geography is from one 
text. A typical statement is given in the Oregon bulletin. 
1. Walter W. Cook, Grouping and Promotion in the Elementary Schools, p. 54, 1941. 
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State law requires that state-adopted textbooks be used in all public 
schools of the state save in those cases where an individual school 
district has made a special textbook adoption in acordance with the 
provisions of Section 35-231la of the 1939 Supplement to the 1937 
Oregon School Laws.11 
In addition to the above states, Idaho, Nebraska, and North Dakota 
courses of study suggest the wide use of one textbook. 
The need for supplementary material has been greatly increased with the 
advent of the unit-of-work program. There are few so-called geography 
. texts for the primary grades. There are many supplementary geography 
books written for the first four grades. . Fewer supplementary books are 
written for the upper grades. Seven of the courses list supplementary 
books to be read by the child to make geography more meaningful and in· 
teresting. The Arizona bulletin lists supplementary books by topics and 
grades for the first three grades. For the intermediate and upper grades 
there is a list of 261 supplementary books arranged by authors. The Iowa 
course of study is outstanding in that it lists supplementary books at the 
end of each unit. The books are grouped under five headings; geographical 
information, travel, leisure reading, National Geographic Magazine, and 
fiction. References are made to the pages of the books and magazines. 
The Minnesota bulletin does not make the use of supplementary books 
very easy or possible for many busy classroom teachers. At each grade 
level the teacher is not given a list of references but is directed to a chap-
ter entitled "Bibliography for the Social Studies". The introduction to this 
chapter states that a new plan is being inaugurated. Instead of listing re-
ferences by grades, the teacher is referred to a few state and commercial 
book lists and indexes. Few if any of the teachers in the smaller schools of 
the state, will ever have access to these book lists. Under such a condition 
only a few teachers will use more than the single text in teaching geography. 
There were a number of yearbooks and annuals listed. The most fre-
quently mentioned being the Agricultural Yearbook, the World Almanac, 
the Statistical Abstract of the United States, the Worid ;Book Annual, the 
American Yearbook, and Who's Who in America. 
Two atlases favored over all others were the Goode's Sdhool Atlas and I I\ the Rand McNally's World Atlas. 
One of the five newspapers suggested thrJ ugh ut1thk bulletins, the Jun-
ior Scholastic and My Weekly Reader, were favorites. 
In frequency of mention the National Geographic · Magazine far out-
ranked all other magazines suggested. In referring to t\le National Geog-
/ 
I J ) 
2. Oregon State Course, A Guide to the Program of Studies in the Elementary Schools 
of Oregon, p. 8, 1945. 
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raphic Magazine for supplementary reading and pictures, most bulletins give 
the year, month and pages where the information may be located. A col-
lection of back issues as well as recent issues would be of much value to a 
geography class. 
Nine of the courses did not mention texts or supplementary books. 
TEACHER AIDS 
Table XI was compiled by checking all of the courses of study, listing 
all of the ways the bulletins aid the teacher and the number of bulletins 
listing similar aids. 
J 
Teacher Aids 
Table XI 
TEACHER AIDS 
Objectives of Geography 
Outline of Content 
Teacher's References 
Lists of Textbooks 
Children's References 
Suggested Activities. 
Suggested Visual Material 
Suggested Daily program 
Number of Courses 
of Study 
Suggested Methods and Material for Teaching Units 
Audio-Visual Aid Instruction 
20 
19 
16 
15 
15 
14 
13 
13 
12 
11 
11 
11 
11 
Time Allotments 
Methods of Teaching 
Understanding to be Developed 
General Overview 
List of Supplies 
Sources of materials 
How to use Maps, Globes, and Other Material 
Suggested procedures 
Suggested Experiences 
How to use the Course of Study 
How to Evaluate Outcomes 
Testing 
Subject Information 
How to Correlate Other Subjects 
Suggested Pic~es 
Sources of\lnformation 
Aims of Education · 
Reading Difficulties 
Principles of Elementary Education 
Prin'ciples of Elementary Education 
Providing for Individual Differences 
Skills and Habits to Develop 
Materials for Use of Students and Teachers 
Managing the Daily Work 
Philosophy of the Bulletin 
Vocabulary Study 
Suggested Culminating Activities 
Mental Health in the Classroom 
Psychology of Leahung 
(Continued on Page 19) 
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9 
8 
7 
7 
7 
7 
7 
6 
6 
6 
5 
5 
5 
5 
5 
5 
5 
5 
5 
5 
4 
4 
4 
4 
3 
3 
Table XI 
TEACHER AIDS 
(Continued from Page 18) 
Teacher AidS 
Aid to Rural Teachers 
Pupils Objectives 
Field Trips 
Philosophy of Social Studies and Geography 
Specific Objectives 
How to Make Use of the Community 
Specific Questions 
The Pla'ce of the Teacher in Social Studies 
Teacher Growth 
How to find Sources and Resources 
How to Order Texts 
How to Ask Questions 
Preparation of Geography Teachers 
Meaning of Integration 
Grouping Children 
How to plan a Social Studies Program 
Using and Caring for Materials 
Importance of Information 
Scope and Sequence Charts 
How to vitalize the Curriculum 
Number of Courses 
of Study 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
2 
2 
2 
2 , 
2 
2 
The most frequently mentioned aid, objectives of geography, has been 
previously discussed. 
An outline of content was mentioned by nineteen courses o.f study. 
There was a great deal of difference between the bulletins in this aid.. Thir-
teen of the courses of study had outlines which were quite brief. Many of 
these bulletins listed only the main topics or unit headings for each grade. 
In these cases the authors may have wished the teachers to use the main 
topics as a guide in developing the curriculum. The Iowa, Louisiana, Miss-
ouri, Massachusetts, and North Dakota courses of study contain outlines 
of content which are very complete and helpful to the busy classroom teacher. 
Teachers are referred to certain texts and books by sixteen of the bull-
etins. The authors writing these courses of study must feel the need for 
in-service education of teachers. They suggest two types of books in the 
hope that the teacher may improve their teaching and knowledge. There 
are two main types of reference books suggested: (1) textbooks for pro-
fessional growth and (2) books to read to gain subject-matter background. 
Suggesting these texts reminds the teacher that there is such a thing as 
self improvement. 
The term "suggested activities" as used here includes both verbal and 
constructive activities. Activities are usually suggested by those bulletins 
using a unit-of-work procedure. Typical verbal activities include reading, 
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discussion, and giving plays. Constructive activities are those which are 
concerned with the making of things. Suggested activities present to the 
teacher many dilierent ways of making the work more meaningful by 
actual doing. A teacher has to use good judgment in using activities. Acti-
vities should not be carried on just for the sake of activities. In 
judging the educational value of constructive activities, one must always 
bear in mind that the activities must be authentic; they must present real-
life experience. 
Suggested visual material is included by thirteen of the courses of study. 
Some of the bulletins contain a section in the use of audio-visual material 
and present many sources such as state and federal lists of material, com-
mercial catalogs, free material from manufacturers, etc. A few of the 
bulletins list the actual numbers and titles of films along with the sources 
for each unit-of-work or topic. 
The amount of time that should be given to geography was discussed 
by thirteen of the bulletins. Suggested time allotments are valuable in that 
they may help the teacher to determine whether she is neglecting some areas 
or putting too much stress on others. There were two types of time allot-
ments, (1) the amount of time to devote to geography or social studies dur-
ing the day and, (2) the amount of time to spend on each unit or topic. The 
majority of courses of study suggested that geography should be taught as 
part of the social studies and that sixty to 120 minutes be devoted to that 
area. If geography is taught separately, thirty minutes is the usual time 
suggested. The amount of time given to units or topics varies with the topic 
and grade. The average length of time spent on one unit is six weeks. 
J 
The Status of the Teaching of Beginning Shorthand 
In the Minnesota Public Schools 
MARY C. KOLSTAD 
This study was completed in February, 1950, in partial fulfillment of 
the requirements for the Master of Arts Degree. The author expresses her 
sincere appreciation to Dr. Ray G. Price of the Department of Business Edu-
cation, University of Minnesota, for his assistance and suggestions through-
out the development of this project, to the principals and teachers of the 
public high schools of Minnesota for their cooperation in supplying data 
for this survey, and to the Business Education Department of the St. Cloud 
State Teachers College. 
The original study was made in careful detail, including a survey of 
literature related to the teaching of shorthand by the Functional Method. 
Twelve Masters' theses, three doctoral dissertations, and one survey con-
ducted by a shorthand methods class were reviewed in relationship to ad-
vantages and disadvantages of the Functional Method, teaching procedures 
and learning techniques, comparison of methods, and also a review of other 
studies related to the methods of teaching Gregg Shorthand. A specific 
analysis was made of the teaching of beginning shorthand as found in the 
approved high schools in Minnesota. In the following pages is presented 
a condensed version of the study which will attempt to include the essential 
findings of major interest to business teachers and administrators in the 
Minnesota High Schools. The complete study may be had for reference 
purposes by those who wish more complete· information. Copies of the study 
are on file at the Business Education Department, State Teachers College, 
St. Cloud, and at the Business Education Department, University of Min-
nesota, Minneapolis. 
Purpose of the Study 
The purpose of this study is to determine the status of the teaching of 
beginning shorthand in the approved Minnesota Public High Schools in 
regard to the extent of the offering of Gregg Shorthand, teaching methods 
and materials, teacher preparation and experience. 
Specific Problems 
This study contributes some evidence with respect to: 
1. The number of schools offering beginning shorthand. 
2. The number of schools in which the course is taught by the Func-
tional and Traditional Methods. 
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3. The number of teachers who indicate that they use the Funchonal 
Method, but who by the very nature of procedures and teaching de-
vices are using the Traditional or a combination of the two methods. 
4. Other vocational business courses offered in the school in addition to 
shorthand. 
5. Textbooks, supplementary references, and teaching devices used by 
shorthand instructors. 
6. The specific methods by which these teachers were taught shorthand. 
7. The amount of professional training and teaching experience o£ short-
hand teachers. 
8. The objectives of the course and the significance of the course in the 
curriculum. 
Importance of the Problem 
Louis A. Leslie's Functional Method of teaching shorthand, which was 
first released from the press in March, 1935, has challenged many of the 
traditional procedures which had been used in developing stenographic skill. 
From the very beginning, this method has been readily accepted by short-
hand teachers all over the country. Today the method is firmly entrenched 
and considered a way of teaching shorthand which offers teachers relief from 
the older traditional methods. Effective teaching of this method necesitates 
clearly defined objectives of the course, coupled with a thorough under-
standing of the techniques and activities that will accomplish the realization 
o£ these aims within the shortest possible time. 
Because the Functional Method of teaching shorthand was the topic 
o£ great controversy in its earlier years, it has since become the subject £or 
many periodical articles and research studies. As a result, many suggestions 
and activities have been generously contributed in order to make short-
hand teaching by this method more effective. 
• ,/ 
Need £or the Study 
As the result of shorthand conferences and periodical literature on the 
teaching of shorthand by the Functional Method, educators have become 
' conscious of the £act that many of the procedures and devices employed in 
teaching shorthand are not basically functional even though the instructor 
may so indicate that he is using that approach. Since shorthand class en-
rollments have been decreasing, this study is made to collect evidence con-
cerning the situation in the state of Minnesota. Similar studies have been 
made in which an analysis of the Functional and Traditional Methods have 
been used and also the status o£ teaching the Functional Methods on the jun-
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ior college level. Comparisons of the status of teaching shorthand by the 
Functional Method should be useful to business curriculum planners. 
In recent years several schools have dropped the shorthand course and 
have substituted a course in office machines or office or clerical practice, 
also a few schools have introduced other methods of teaching shorthand. 
Because of the great inconsistencies found in the teaching devices and 
procedures used in the presentation of shorthand, the status of teaching 
beginning shorthand in the Minnesota Public Schools will contribute evi-
dence of value to shorthand teachers. 
Procedure Used in the Survey 
The questionnaire was the method used in conducting this survey. This 
procedure is appropriate when collecting information from many persons 
from widely scattered areas such as an entire state. 
On November 3, 1949, a copy of the questionnaire and a letter to the 
principal were sent to every approved high school in Minnesota offering a 
beginning course in shorthand. This number totaled two hundred and fifty-
one schools. The letter was addressed directly to the principal by name 
asking his cooperation in collecting administrative data on the offering of 
the course and also requesting him to pass on a part of the questionnaire to 
his beginning shorthand teacher. The schools to which the questionnaire 
was sent were taken from the Minnesota Educational Directory published 
by the State Department of Education for 1949-1950. All approved schools 
listed having a beginning shorthand course were included in this survey to 
get the most reliable results possible. 
Position of Beginning Shorthand Course in the Curriculum 
From the questionnaires mailed to the 261 approved high schools within 
the state of Minnesota offering beginning shorthand, 235 responses were re-
ceived, or a 93.6 per cent return. This high percentage of returns makes the 
findings fairly reliable to business educators and administrators not only in 
the state of Minnesota, but also in other parts of the country as well, since 
many studies consider 75 per cent return adequate. 
Contrary to recent writings and discussions on the decrease in the en-
rollments for shorthand courses, this survey shows that there has been an 
increase in enrollments during the past five years. The following table 
shows the increase in shorthand enrollments during the past five years: 
Increase in Beginning Shorthand Enrollments Over a Five-Year Period 
Response 
Yes 
No 
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Number 
112 
108 
Pereen~e 
50.9 
49.1 
Eighty-four schools, or 35.8 per cent, indicate that 100 per cent of the 
beginning shorthand students enrolled in the Shorthand II class. In most 
instances this high percentage of students continuing their study of short-
hand was found in small high schools, where class enrollments were fifteen 
or less. 
The enrollment in beginning shorthand classes ranges between eleven 
and twenty students. Classes of this size enable the teacher to offer 
more individual attention to the students and to use a greater variety of 
teaching procedures, both of which make for more effective teaching. 
Beginning shorthand is considered a significant course in a large number 
of the approved high schools in Minnesota. The principals' responses are 
classified in the following table: 
Schools Which Consider Shorthand a Significant Course in the Curriculum 
Response Number Percentage 
Yes . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 213 96.4 
No . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 8 3.6 
In 62.1 per cent of the high schools there is a growing need for beginning 
shorthand course in the curriculum, while 37.9 percent of the responses were 
negative. 
Selection of Students for Beginning Shorthand Courses 
Out of the 223 schools which responded, 124, or 55.6 per cent, open the 
course to all students, while 99 schools, or 44.4 per cent, offer it on the basis 
of selection. The following table classified the responses concerning the basis 
of student selection. 
Basis for Selection of Students in Beginning Shorthand Course 
Means of Selection Number Pe¢entage 
Student's English Grades . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . • . • • 77 85.5 
Intelligence Quotient . . . . . . . . . . ... . . . . . . . . . . . . . . . . . . . .. . . . . . . . . . . . . 52 57.7 
Aptitude Tests . . . . ... . . . .. . . : . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 43 47.7 
Student:s. Average of .~gh School Grades . . . . . . . . . . . . . . . . . . . . . . . . 37 41.1 
Typewritmg prereqUISite . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 28 31.1 
(Several schools indicated that they used more than one/ basis for selection.) 
Offering of Business Courses Other Than Shorthand 
The most popular course in the business education curriculum: of Min-
nesota High Schools is Typewriting. (See table on next page.) 
Courses Other Than Shorthand Offered in Minnesota High Schools 
Courses Number Percentage 
224 9S.3 
209 88.9 
160 68.0 
108 45.9 
75 31.9 
Typewriting . . .. .. . . . . .......... ... .. . . . ... . .. .... . . ... . ... ..... . 
Bookkeeping I ....... .. ... . . ............ ... ... ....... .. . . . . . .... . 
General Business (9th grade) . .. ..... .. .. . ........ . ... .. .. .. . .. 
Business Law ..... . ... . .. .. ... . . . .. . ........... . . ... . . . . . . . . . . .. . 
Office or Clerical Practice ....... . .. .. .. .......... ...... ........ . 
66 28.1 Economic or Commercial Geography . . . . .... . ...... . . .... . .. . . .. . . 
Distributive Education or Part-time 
16 6.9 
16 6.9 
15 6.4 
Employment Program in Selling . . . ... . .. .. . .... . . . . . . .... . . . 
Business Principles (11th & 12th grades) ... . . . . . .. . .. .... .. . . .. . 
Consumer Education . .. . ... . . . .. . . . .... . .. ... .. . . . .. . .... . .. .. . . 
Economics .. . ..... . .. . .. . . . . . ... . . . . . .. . ... . . .. . . . . .. . .. . .... . ... . 12 5.1 
Business Mathematics . . . . . . .... .. . . . . ... . .. .. . .. . . . . ..... .. . . .. . . 7 2.9 
Bookkeeping II . . ... . ... . .. . . . . . . . .... . . ... . . . . ... . . ... . . .. . . . . . . 6 2.5 
Accounting .... .. ..... ... . . . . . .. .. . .... .. .. . . . . .. . ... . ... .. .... . . . 5 2.1 
Office Management .. . .. . . .. .... ... ... .. . .... . ... . .. . ... . . . . .... . 3 1.3 
Comptometry . . . . . .. . .. . . .. . .. . . .. .. . .. . .... . ... . . . ... . . : . ... ... . . 1 .4 
MATERIALS AND TEACHING METHODS 
The materials and teaching methods used in the teaching of beginning 
shorthand in Minnesota High Schools differ widely and are important 
determining factors in the success of the course. 
The objectives of the shorthand course varied with a number of teachers. 
Fluency in writing is the primary objective of 167 teachers, while 136 in-
dicated fluency in reading shorthand. A combination of the two abilities 
were stated as the objective of 165 teachers, while transcription was check-
ed by 92 teachers, and only 16 mentioned perfect shorthand characters as 
their objective. 
Teaching procedures varied greatly depending upon the method em-
ployed and upon the personality of the teacher. The greater number of 
teachers, that is, 136 use the Functional Method, but further questioning re-
garding their teaching procedure indicated that they often times use a com-
bination of the Functional and Traditional Methods. Seventy-four indicated 
preference for the Traditional Method. In many instances their answers 
were not consistent, which made it evident that they did not know the dif-
ferences between the two methods. The greater part of the questionnaire 
was devoted to determining the teaching method and variety of materials 
used by beginning shorthand teachers. This limited space does not permit 
giving in detail the results of this part of the survey, but those who are di-
rectly concerned with the teaching of the course would find an examination 
of the original study helpful. 
TEACHER TRAINING AND EXPERIENCE 
The beginning shorthand course is being taught by teachers whose train-
ing has been definitely in the field of business education. The following 
table classified the responses received on teacher training. 
College Training of Beginning Shorthand Teachers 
Years of college training 
6 years . .. .. .........•.. . .. . .. . . . ................ . .... . ........... 
5 years .. .... .. . ... .. .. .. .. . . ... .. .. ..... . .. .. . . ................ . 
4 to 5 years .... . .. . . .. .... . ... . . .. .. . ...... . . .. .. .... .. . ..... .. . 
4 years .... . . ......... . .. . .... . ... ... . ..... . .... ... . ... . . . . .. . . . . 
Under 4 years . .. ... . . . ... . .. .. . .. . . . . . . . .. . .. ....... .... . .. . .. . . 
Totals ... . .. ........ . .......... . · · · · · · · · · · · · · · · · · · · · · · · · · · 
Number 
6 
30 
31 
153 
2 
222 
College Degrees Held By Beginning Shorthand Teachers 
College Degrees 
Bachelor of Arts ...... . .... . ............. .. . . .................. . 
Bachelor of Science .... . . . ....... .. .................•........... 
Bachelor of Education ............ .. ............... . ............ . 
Master of Arts ................. . ............................... . 
Totals ............ ... . ... .... . ...... .. . .. · ·. · · · · · · · · · · · · · · 
Number 
118 
92 
10 
10 
230 
Percentlage 
2.7 
13.5 
14.0 
68.9 
.9 
100.0 
Percentagef 
51.3 
40.1 
4.3 
4.3 
100.0 
Two hundred and six teachers, or 92.0 per cent, of the responses on 
the questionnaire, indicated that they had had a special course which in-
cluded the methods of teaching shorthand. One hundred and one teachers 
had had this course between 1945 and 1949. 
Teaching Experience of Shorthand Teachers 
Years of Teaching Experience Number 
No experience . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 28 
1 to 2 years .. . . . . . . . .. . . . . . . . . . . .. . . . . . . . . . . . . .. . . . . .. . . . . . . . .. . 40 
3 to 4 years . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 16 
5 to 6 years . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 19 
7 to 8 years . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 19 
9 to 10 years . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 14 
11 to 12 years . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 19 
13 to 14 years . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 11 
Percentage 
12.1 
17.4 
7.0 
8.3 
8.3 
6.1 
8.3 
4.8 
(From 15 years of experience to a maximum of 40 years the number of teachers var¥!d 
in number from 9 to 1.) . . ' 
Business or Office Experience 
Business education can be organized, administered, and taught most 
effectively with the experience and training obtained from actual business 
experience. Very few teachers indicated no office or business experience. 
Forty-six, 22.1 per cent, mentioned having spent summers in some type of 
business employment. The greatest number of teachers had had at least 
two years of business experience. 
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Business or Office Experience of Shorthand Teachers 
Response Number Percentage 
Yes . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 173 87.4 
No . .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 25 12.6 
Totals . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 198 100.0 
SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS 
This study reveals many pertinent facts concerning the status of teaching 
beginning shorthand in Minnesota. 
1. Approximately 94.7 per cent of the approved high schools offer a 
course in beginning shorthand. 
2. About half, or 50.9 percent of the schools indicate no d~crease in en-
rollments in beginning shorthand over a five-year period. 
3. Most of the high school principals, or 96.4 per cent of those respond-
ing consider beginning shorthand a significant course in the curriculum. 
4. Beginning shorthand is offered to all students in 124 schools, or 55.6 
per cent of the schools responding, while 99 schools, or 44.4 per cent set up 
some basis for the selection of their students. 
5. An office or clerical practice course is offered in 75 of the schools 
offering shorthand, while 145 indicated no such course available. 
6. The two most commonly used methods by which shorthand is taught 
are Traditional and Functional, and 88 use a combination of the two methods. 
7. Ninety-five, or 42.9 per cent, of the 221 schools responding are intro-
ducing the new simplified Gregg series for the first time in the year 1949-
1950. 
8. More teachers teach beginning shorthand by the Functional Method 
than by the Traditional Method. 
9. Most of the shorthand teachers indicate having had practical business 
or office experience. This experience varied in length from a few months 
in the summer to ·seventeen years. 
Conclusion: 
1. The Functional Method has been accorded wide approval and accept-
ance among teachers of beginning shorthand in Minnesota. They seem to be 
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pleased with the results of the method. It seems reasonable that teachers 
should and do make variations necessary to harmonize the method with 
their personalities, their training, and their general pattern of teaching. 
2. It seems wise and acceptable by a large majority of teachers to include 
dictation in every shorthand period after the student begins to write. 
3. Deveioping in pupils the ability to write new or unfamiliar words is 
one of the · ~ost difficult and generally agreed upon problems. 
4. Teachers of the Functional Method seem to agree that one of the 
many advantages of the method is the abundance of varied materials in 
Functional textbooks which help students develop a large and rich vocab-
ulary. 
5. The fact that teachers do not agree on some of the basic techniques 
and procedures of the Functional and Traditional Methods, indicates that 
these teachers are in many instances evaluating rather critically the proce-
dures they are employing in developing stenographic skill. 
Recommendations: 
1. A more thorough analysis should be made by every teacher of the 
methods used in the teaching of beginning shorthand with a view to investi-
gating procedures which offer the most effective teaching results. 
2. Since every shorthand student needs to become more accustomed 
to the routine duties of an office and possess some skill in the operation of 
· office machines and procedures, every teacher should advocate the addi-
tion of an office or clerical practice course to the business curriculum. 
3. Teachers should employ a greater number and variety of teaching 
devices and procedures in motivating student interest in shorthand. Every 
effort should be made to teach it so simply that it is easy to learn and that 
the learning of it is "fun." 
4. Since half of the schools responding indicated no decrease in short-
hand enrollments, and 96.4 per cent of the principals consider it a signifi-
cant course in the curriculum, there must be a need for it in our Minnesota 
schools, and it therefore, warrants the best in equipment, materials, and 
trained instructors. 
5. The new simplified series, the 1949 revised edition of Gregg Short-
hand textbooks, should be introduced as soon as possible into all Minnesota 
high schools teaching shorthand. The many advantages listed by the 95 
approved schools now using them this year (1949-1950) for the first time 
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warrants early and urgent consideration for purchase by other school ad-
ministrators. 
6. Selection of students should be made preliminary to enrollment in 
shorthand courses, so as to retain a higher percentage of students in ad-
vanced shorthand courses. 
7. Business teachers should be giv~n an opportunity for counseling 
students who are interested in a business career, and also for the purpose of 
discovering the student's aptitudes, needs, and interests. 
8. Basically, the controversy or differences over method in shorthand 
teaching hinges on the viewpoint of the teacher as to the nature of the sub-
ject. Therefore, shorthand teachers should make an analysis of their teach-
ing method or methods and determine within their own minds whether they 
are teaching a knowledge or a skill. Is it one which involves "science-type" 
learning in which the student's first objective is to understand the prin-
cipals on which the system is built, or is it a "language-art" in which the 
learner automatizes his responses so that he can take dictation without 
thinking about the rule that determines the correct way or writing a word? 
Every teacher needs to periodically clarify his thinking regarding the teach-
ing of shorthand. 
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